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Introduction 
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Course Objectives 

Upon completion of this course, you should be able to: 

□Describe an overview of how employee information 

is created and maintained in HRMS 

□ Identify new terms and concepts specific to payroll 

master data creation and maintenance 

□Create and maintain employee’s payroll master data 

□Describe the benefits process 

□Assign recurring and single payments and 

deductions 

□View Reports 

□Locate the OLQR 



7 

Section 1 

Maintain Payroll Master Data 

Overview 
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 At the end of this section, you should be able to: 

– List the terms used in maintaining Payroll Master Data 

– Describe the roles in HRMS as they relate to maintaining 

Payroll Master Data 

– Describe Effective Dating 

– Explain the definition of Payroll Master Data 

– List the triggers for creating and maintaining Payroll Master 

Data  

 

Maintain Payroll Master Data Overview 
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Definitions of Master Data  

 Master data can be created and maintained state wide 

– It follows employees throughout their state employment. 

 

 Master data is information that remains the same over a 

long period of time, some examples are: 

 Employee First & Last Name 

 Address Information 

 Bank Details 
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New Terms 

PA20 

Term Description 

Transaction Code Is a code corresponding to a specific transaction. Users 

can access transactions either by using the menu path 

or entering the transaction code.  

A transaction code can contain up to 20 characters and 

should always begin with a letter.  Permitted characters 

are letters A-Z, numbers 0-9, and the underscore _. 

A transaction code is entered in the Command Field. 
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Term Description 

Infotypes Infotypes are used to group related data fields 

together.  

They provide information with a structure, facilitate 

data entry, and enable you to store data for 

specific periods. 

• To the user, infotypes appear as data entry 

screens. They contain whole series of information 

(for example, last name, first name, date of birth) 

that you enter in data fields.  

• Infotypes are accessed by the role you are 

assigned. 

• During an action¹, infotypes are grouped together 

to help the user navigate from screen to screen 

automatically. Therefore, there is no need to worry 

about missing required data fields. 

New Terms (con’t) 

¹Actions are system tasks.  We will discuss the New Hire action in Section 1. 
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New Terms (con’t) 

Term Description 

Start Date This is the date on which a record begins. 

End Date This is the end date of a record. 

The end date often defaults to 12/31/9999.  Verify 

this is the desired end date prior to saving the 

action. 

Delimit Date This involves setting an end date for a record 

when it will no longer be valid.  Delimited 

records are retained as a historical account. 
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Term Description 

Effective Dating Assign start and end dates to employee 

information in HRMS.  

You can enter information into HRMS at any time, 

before or after the employee information changes. 

Use CAUTION when using effective dating specifically when 

working on employee New Hires and Appointment 

Changes. 

• Although effective dating is beneficial to agencies, 

be aware that back-dating could adversely affect 

other components in HRMS. 

• If the employee did not start on the date that was 

entered into HRMS, there are procedures in the 

OLQR that outline specific scenarios. 

• By back-dating an employee’s personnel action it can 

cause complications in payroll if it has been processed 

and even if the employee has no earnings for that pay 

period. 

New Term and Concept 
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Effective Dating Example 

July 31st – Kevin retires with no data entry  

needed as HRMS activates retirement 

 based on effective data entered on June 9th  

June 1st  

Kevin hands 

a letter to his 

supervisor 

detailing his 

retirement 

plans and 

date of July 

31st  

June 7th – Marsha, the Personnel Administration Processor, 

receives notification of Kevin’s retirement  

June 9th 

Marsha 

enters 

Kevin’s 

retirement 

into HRMS 

to become 

effective on 

July 31st 

Start Here 



15 

Effective Dating Example – Different View 

June July 

June 1   

Kevin sends letter to supervisor 
notifying of retirement 

June 7    

Supervisor receives letter 

June 9  

Supervisor enters retirement 
date in HRMS. 

July 31  

Kevin retires - no data entry 
required, because supervisor 
entered retirement date in 
HRMS on back on June 9. 
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HRMS Role Based Security  

Human Resource Management System (HRMS) has role-based 

security 

– A “role” is defined as a major grouping of activities that reflect a 

specific aspect of a person’s job 

 

 Your assigned HRMS role dictates the information that you can 

create, change and display 

– Your agency assigned your role based on what tasks you perform 

 

 There are centralized roles and (agency-level) roles 
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Payroll Master Data Roles - Decentralized 

Payroll Processor 

Responsible for creating and maintaining payroll information for 

new and existing employees in the HRMS system.  New employee 

payroll information is entered once the human resource information 

has been entered.  
 

Benefits Processor 

Role is responsible for maintaining and updating benefit plan 

participation information for all eligible State employees.  In 

addition, the Benefits Processor provides general benefits advice, 

guidance and support to managers and supervisors.  
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Payroll Analyst  

Is responsible for running simulated payrolls, correcting payroll 
errors, producing and reviewing payroll reports, and executing off-
cycle reversals in the HRMS system.  

 
Payroll Supervisor 

Role provides oversight for the following payroll-related roles: 

Payroll Processor  

Payroll Analyst  

Garnishment Administrator  

Benefits Processor 

 
Payroll Inquirer 

 Views payroll information once it is entered in the HRMS system.  

Payroll Master Data Roles - Decentralized 
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Centralized Payroll Master Data Roles 

Payroll Configuration Analyst (DES) 

Corrects technical payroll errors (i.e., incorrect wage types) and 

creates new wage types for state agencies. 

 

Financial Approver (OFM) 

Approves new deductions, pay codes and allowances that are 

created by the Payroll Configuration Analyst.  

 

Benefits Configuration Analyst (DES) 

Creates and maintains retirement plans, configures new health and 

insurance plans and annual rate changes. 

DES Department of Enterprise Services 

OFM Office of Financial Management 
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Review Question #1  

Which role is responsible for which activity? 

 Enters Payroll Master Data 

 Enters Retirement Data 

 Approves new deduction types and 

allowances types 

 Provides input to the Payroll processor and 

analyst 

1. Benefits Processor 

2. Payroll Processor 

 

3. Payroll Supervisor 

4. Financial Approver 

 

Roles: 
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Section 2 

Create and Maintain  

Payroll Master Data 
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 Upon completion of this section, you should be able to: 

– List the new terms used in in this section 

– Explain how the HRMS roles work together to perform a 

personnel action (hire/newhire)  

– Describe the difference between creating and maintaining 

Payroll Master Data 

– Perform ten common Payroll Master Data scenarios 

Section 2 Overview 
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New Terms 

Term Description 

Personnel Action This groups infotypes according to business needs. The 

personnel actions menu will identify the action type to 

process such as new hire, appointment change, 

separation, etc.  

Wage Type 

 

This is an object in Payroll and Personnel 

Administration which stores amounts or time units that 

are used to calculate pay and deductions, store results, 

and determine statistics.   

It separates amounts and time units for various 

business processes.  It enables the system to process 

amounts and time units in different ways during the 

payroll run. 

Payment Model This is a pre-defined schedule for taking a deduction or 

making a payment, such as monthly, semi-monthly, etc.  
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Personnel Administration Processor  

Starts the new hire action and hands over to the 
Payroll Processor to begin at the Bank Details 
Infotype (0009) 

Payroll Master Data Overview of Roles 

Payroll Processor 

Receives the hand off and begins entry, 
completing all necessary infotypes. Then is 
responsible for handing off to the Benefits 
Processor 

Benefits Processor  

Receives the hand off and begins the final 

portion of the employee record at the 

General Benefits Infotype (0171) 
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 The Personnel Administration (PA) Processor is 

prompted through the infotypes that are required 

during the hiring process for a new employee: 

 

Roles Associated with Infotypes  

 -Create Personal Data (0002) 

-Create Actions (0000) -Create Contract Elements (0016) 

-Create Organizational Assignment (0001) -Create Planned Working Time (0007) 

-Create Addresses (0006) -Change Data Specifications (0041) 

-Time Specifications/Employee(0552) -Create Basic Pay (0008) 

-Create Education (0022) -Military Status (0081) 

-Monitoring of Tasks (0019) -Create Additional Personal Data (0077) 



26 

 The Payroll Processor receives the hand off 
and is prompted through the infotypes that are 
required for the next step in the hiring process 
for a new employee: 

Roles Associated with Infotypes (con’t) 

   

–   Bank Details (0009) 

–   Recurring Payments/Deductions (0014) 

–   Unemployment State (0209) 

–   Withholdings Info W4/W5 US (0210) 

–   Additional Withholdings Info US (0234) 
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 The Benefits Processor picks up the hand 
off and completes these infotypes: 

Roles Associated with Infotypes (con’t) 

   

– General Benefits Information (0171) 

– Savings Plan (0169) 
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Difference between Creating and 

Maintaining Master Data 

 Personnel Actions (PA40) and Maintain HR Master Data 

(PA30) are system actions used to create and maintain 

payroll master data.  

PA40 is the transaction code used to _____ a personnel action:     

– Hire a new employee (New Hire)  

– Change an employees assignment (Appointment Change) 

– Separate an employee (Separation) 

– Rehire an employee (Rehire) 

 

PA30 is used to _______ master data: 

– Update an employee’s direct deposit 

– Create a deduction 

– Change an employee’s withholdings 

 

create 

maintain 
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10 Common Scenarios 
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Create and Maintain Payroll Master 

Data 

 

Scenario 1 New Hire 

Scenario  2 Appointment Change 

Scenario  3 Employee Separation  

Scenario  4 Managing Work Schedules 

Scenario  5 View Basic Pay  

Scenario  6 Cost Distribution Change 

Scenario  7 Hourly Rate Per Assignment 

Scenario  8 Bank Details for Warrant or Bank Transfer (ACH) 

Scenario  9 Cancel a Warrant/ACH 

Scenario 10 Recover a Manual Warrant 
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New Hire Process Flow 

Employee 

completes New 

Hire information 

packet 

Benefits 

Processor 

receives 

benefits 

enrollment 

information 

Benefits 
Processor 

enters benefit 
information 

Employee is 

Hired 

Personnel 

Administration 

(PA) Processor 

Receives 

employee packet 

PA Processor enters 
(New Hire) or 

updates (Rehire) 
personnel master 

data 

Scenario 1 – New Hire 

 HRMS - Entry of Payroll Master Data 

Agency tasks outside of HRMS 

Discussed in Scenario 1 

Payroll Processor 
enters (new hire) or 

updates (rehire) 
payroll master data 

Payroll Processor 

receives 

employee payroll 

information 
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To access the Personnel Actions 
choose one of these 
methods: 

 Method 1: Type the transaction 
code into the command field 

 PA40 
 

 Method 2: Follow the ‘drill down’ 
method by double clicking on: 

Human Resources  

Personnel Management  

Administration  

HR Master Data  

PA40 - Personnel Actions 

New Hire 

Scenario 1 – New Hire 
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 From the Personnel Actions 

screen begin processing the new 

employee’s personnel 

information by: 

 Entering the employee’s personnel 
no. (provided to you by the Personnel 
Administration Processor) 

 Skipping the From field  

 Click        (Continue) or enter 

 Select a Personnel Action 

 New Hire 

 Click        (Execute) 

New Hire (con’t) 

Scenario 1 – New Hire 
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 The Change Actions (0000) 

infotype displays a message 

in the status bar, indicating 

the employee has already 

been hired. 

 

 Or it may appear as a pop   

up window 

 

 

 

 Click 

New Hire (con’t) 

Scenario 1 – New Hire 
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Execute info group 

 Continue by clicking 

 

 A pop-up message appears 

 

 

 

 Accept the message by    

clicking 

 An information window may 

pop-up stating: 

 

 

 Accept the message                

by clicking 
Scenario 1 – New Hire 
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New Hire (con’t) 

 Once the Infotype Group is executed, you will click (Next Record) 

several times until you reach infotype Create Bank Details (0009).   
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Note:   

Even if you do 

not have any 

information to 

input, be sure to 

SAVE! 

 
 

Bank Details 

Warrant payment: 

 Start and to date 

 Bank Details Type 

 Payment method 

 Purpose (optional) 

 

 Bank Details (0009) is used to store necessary information for an 

employee to be paid by warrant or direct deposit. 

Scenario 1 – New Hire 
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Bank Details 

Direct Deposit: 

 Start and to date 

 Bank Details Type 

 Bank Key (routing number) 

 Bank Account Number 

 Bank control key 

 Payment method 

 Purpose (optional) 

 Bank Details (0009) is used to store necessary information for an 

employee to be paid by warrant or direct deposit. 

Scenario 1 – New Hire 

Note:  Even if you 

do not have any 

information to input, 

be sure to SAVE! 
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Recurring Payments/Deductions 

 Recurring Payments/ 
Deductions (0014) stores 
all allowances and 
deductions, as well as the 
frequency. 

– Enter a start and to date 

– Select a wage type 

– Enter an amount 

 
 Click       (Enter) to 

validate 

– Based on the wage type 
entered, a frequency 

defaults in the Payment 

model field 

 Click      (Save) 

Scenario 1 – New Hire 
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 Use Unemployment 

State (0209) to store 

an employee’s state 

unemployment tax 

information. 

 Fields to complete: 

– Tax Authority (state) 

– Worksite (county) 

 

 Click       (Enter) 

to validate  

 Click       (Save) 

Unemployment State 
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 Fields to complete: 

– Filing Status 

– Allowances 

 Optional fields: 

– Allowances 

– Add. Withholding 

– Check for different 

Last Name 

 Click       (Enter) to 

validate  

 Click       (Save) 

 

 Use Withholdings info W4/W5 US (0210) to store an employee’s 

tax filing status and exemptions, as required. 

Withholdings Info W4 / W5 US 
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Additional Withholdings Info US 

 The Empl. Override group 
field is a custom field used 
by the State of Washington 
to store medical aid 
information. 

– The required field is: 
 
Empl. override group 
 

– Click      (Enter) to 

validate 

– Click       (Save) 

 

 If the override group is not 
entered it will miscalculate 
the medical aid rates and 
take larger amounts out of 
the employee’s check.  This 
will cause a Redline error. 

Scenario 1 – New Hire 
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 That completes the Payroll 
Processors entry for the 
new hire. 

 Click       (Exit) to return to 
the SAP Easy Access 
screen 

 

 The next several slides 
cover the benefits selection 
for the Benefits Processor 
role. 

Additional Withholdings Info US 

Scenario 1 – New Hire 
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HRMS 

Activity 

Demonstration (pg 4) 

Exercise (pg 8) 

Create Employee Payroll 

Information for New Hire 
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New Hire Process Flow 

Employee 

completes New 

Hire information 

packet 

Benefits 

Processor 

receives 

benefits 

enrollment 

information 

Benefits 
Processor 

enters benefit 
information 

Employee is 

Hired 

Personnel 

Administration 

(PA) Processor 

Receives 

employee packet 

PA Processor enters 
(New Hire) or updates 

(Rehire) personnel 
master data 

Payroll Processor 

receives 

employee payroll 

information 

Payroll Processor 
enters (new hire) or 

updates (rehire) 
payroll master data 

Discussed in Scenario 1 

Agency tasks outside of HRMS 

 HRMS - Entry of Payroll Master Data 

Scenario 1 – New Hire 
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Benefits Eligibility and Enrollment 

 The Payroll Processor 

makes the handoff to the 

Benefits Processor to 

complete the enrollment 

process 

– The process will continue 

by accessing the same 

initial transaction code 

PA40 

 

Scenario 1 – New Hire 
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Retirement Enrollment – New Hire 

Scenario 1 – New Hire 

 From Actions (0000) click 

 Continue by clicking 

 

 A pop-up message appears 

 

 

 

 Accept the message by     

       clicking 

 An information window may      

pop-up stating: 

 

 

 Accept the message by clicking 
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Retirement Enrollment – New Hire 

 As mentioned before, the Personnel Administrator Processor 

already started the Hire Action and the Payroll Processor has 

completed the applicable personnel infotypes 

 Once the Infotype Group is executed, you will have to click               

  (Next Record) to advance to General Benefits 

Information (0171)  

Scenario 1 – New Hire 
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General Benefits Information (0171) 

 The General Benefits 

Information infotype records 

the position’s retirement 

eligibility 

 Optional fields to complete: 

– 1st Program Grouping 

– 2nd Program Grouping 

 

 When finished, click      

(Enter) and then click     

(Save) 

Note:  If the position is ineligible for retirement, the infotype 

should be saved for all other benefits to process correctly in 

payroll. 

Scenario 1 – New Hire 
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Retirement Enrollment 

 The Possible subsequent activities 

window will appear with the Enrolled 

on date selected (This date should 

be the same as the original hire 

date.) 

 Click       (Continue (Enter)) to 

continue 

 If the employee is not eligible for 

retirement, click      (Close) to close 

the window and return to the 

Personnel Actions screen 

Scenario 1 – New Hire 
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Enrollment 

 The Enrollment screen is used to view and enroll the employee into their 

eligible retirement plan 

 Verify the employee’s name in the Enroll section  (Employee’s name can 

be searched using the Direct Selection option on the left) 

 Once verified, click                          (Get offer) 

Scenario 1 – New Hire 
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Enrollment 

 Only the 

retirement 

plans that 

the 

employee is 

eligible for 

will appear 

under the 

Retirement 

Enrollmnt 

section 

 Click on the 

appropriate 

plan 

Scenario 1 – New Hire 
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Percentage Rate 

 The Maintain Savings Plan 
window will appear, enter the 
plan’s rate in the Percentage field 
under the Pre-tax contribution 
Semi-monthly section 

 When finished, click              
(Accept) 

Hint:  If you are unsure of the correct 

percentage rate, enter a random number 

and the system will generate a message 

with the correct rate! 

Scenario 1 – New Hire 
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Retirement Enrollment 

 Once the percentage rate 

has been entered, you will 

be taken back to the 

Enrollment screen where 

the selected plan is 

indicated by a green 

check 

 

 Click 

Scenario 1 – New Hire 
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Confirmation of Enrollment 

 The Confirmation of 

Selected Actions window 

appears with the selected 

retirement plan 

 Click 

 The Enrollment window will 

appear, click                

(Continue) to confirm the 

completion of enrollment and 

to return to the Enrollment 

screen 

Scenario 1 – New Hire 
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Enrollment 

 Once the enrollment process has been completed, click      (Back) to return 

General Benefits Information (0171) 

  Click      (Close) on the Possible subsequent activities window to return to 

the Personnel Action screen 

 

Scenario 1 – New Hire 
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HRMS 

Activity 

Exercise:  

Create Employee  

Benefit Information for New Hire (pg 12) 
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Scenario  1 New Hire 

Scenario 2 Appointment Change 

Scenario  3 Employee Separation  

Scenario  4 Managing Work Schedules 

Scenario  5 View Basic Pay  

Scenario  6 Cost Distribution Change 

Scenario  7 Hourly Rate Per Assignment 

Scenario  8 Bank Details for Warrant or Bank Transfer (ACH) 

Scenario  9 Cancel a Warrant/ACH 

Scenario 10 Recover an Overpayment 

Create and Maintain Payroll Master 

Data 
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Scenario 2 – Appointment Change 

 The following situations are considered 

appointment changes: 

– Promotion 

– Reassignment 

– Reallocations 

– Demotion 

– Transfer 
 

 Appointment changes are processed in 

real-time, which allows for immediate 

updates or Effective Dating to be used. 

 Updates are made to employee master 

data in the payroll infotypes. 
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Scenario 2 – Appointment Change 

To access the Personnel Actions 
choose one of these 
methods: 

 Method 1: Type the transaction 
code into the command field 

 PA40 
 

 Method 2: Follow the ‘drill down’ 
method by double clicking on: 

Human Resources  

Personnel Management  

Administration  

HR Master Data  

PA40 - Personnel Actions 

Appointment Change 



61 

Appointment Change Action 

Personnel Actions screen begin 

processing the appointment 

change action by: 

 Entering the employee’s  
personnel no.  

 Skipping the From field  

 Click       (Enter) to validate  

Select a Appointment Change 

 Click     (Execute) 

Scenario 2 – Appointment Change 
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Appointment Change Action 

 From Actions (0000) click 

 Continue by clicking 

 

 A pop-up message appears 

 

 

 

 Accept the message by     

       clicking 

 An information window may      

pop-up stating: 

 

 

 Accept the message by clicking 

Scenario 2 – Appointment Change 
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Appointment Change Action 

Click        (Next Record) to 

advance  

 

to Additional Withholdings 

Info. (0234) 

 

 

 

 

Scenario 2 – Appointment Change 
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Appointment Change – Medical Aid 

 Enter the effective dates of 

the Appointment Change 

 Select  Empl. Override group 

field (stores an employee’s 

medical aid information). 

 Click     (Enter) to validate 

 Click      (Save)  

– If the employee is transferring to 

another agency or a job with a 

different medical aid rate, update the 

override group to reflect the new 

agency or job. 

 The first 4 digits of the override 

group description should be the 

same as the Personnel Area 

(PersArea). 

Scenario 2 – Appointment Change 

Note:  Start date will 

be the first pay date! 
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Appointment Change – Using OLQR 

Step 3. 

Follow the 

procedure  

to complete 

the action in 

the system. 

Step 2. 

Scroll down and click on the 

procedure to view it. 

Appointment Change Action – 

Transfer 

Step 1. 

Open the 

OLQR and 

select User 

Procedures 

A-Z 
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HRMS 

Activity 

Exercise:  

Process an Employee  

Appointment Change (pg 17) 



67 

 

Scenario  1 New Hire 

Scenario  2 Appointment Change 

Scenario 3 Employee Separation  

Scenario  4 Managing Work Schedules 

Scenario  5 View Basic Pay  

Scenario  6 Cost Distribution Change 

Scenario  7 Hourly Rate Per Assignment 

Scenario  8 Bank Details for Warrant or Bank Transfer (ACH) 

Scenario  9 Cancel a Warrant/ACH 

Scenario 10 Recover a Manual Warrant 

Create and Maintain Payroll Master 

Data 
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Scenario 3 – Employee Separation 

 The Separation Action records and processes master data for all 

employees who leave their employment with the state, voluntarily 

or involuntarily. 

– Retirement, resignation, death, and termination are 

considered forms of separations. 
 

 During separation, employees are paid for their accrual balances 

as allowable. When the separation is complete, benefits continue 

through the end of the month and are terminated following the 

final deduction.   

 Retirement and Deferred Compensation are delimited using 

Savings Plan (0169).  

Important:  Process any final deductions before the 

separation action is started. 
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Scenario 3 – Employee Separation 

 Before you begin the Separation Action, you’ll want to verify 

and correct quota balances. 

– View Absence Quotas (2006) 

– View Quota Corrections (2013) 

 

 Questions to think about: 

– Is the employee entitled to an accrual? (full or partial) 

– Has leave been taken for the pay period? 

 Delete any leave entered that is effective after the separation 

date. 
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Employee Separation Action 

Use transaction code 

PA40  

Enter Personnel no. 

Click       (Enter) to 

validate  

Select the Separation                           

Action 

Click     (Execute) 

Scenario 3 – Employee Separation 

Do Not enter a From date.   

The Personnel Administration 

Processor has already began 

the Separation action. 



71 

Separation Action 

 Click Execute info 

group 

 

 

 

 Click      (Continue) 

 Click              

(Continue) in the 

Execute info group 

window. 
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Separation Action - Delimit Recurring 

Payments/Deductions 

 Select all Recurring Payments/Deductions 

 Click     (Delimit) 

Scenario 3 – Employee Separation 

Note: Select all records to 

be delimited. 
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Retirement Termination 

 Retirement termination is completed during the separation action 

 Delimit the plan using the last day of the pay period plus one day 

 Select the employee’s retirement plan 

 Click       (Delimit) to delimit the plan 

Scenario 3 – Employee Separation 

Note: Select all records to 

be delimited. 
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Time Quota Compensation 

 Time Quota Compensation (0416) creates a buyout of eligible time 
associated with employee’s absence quotas 

 An employee can be paid for more than one type of quota (e.g. 
annual leave, sick time, etc.) 

 The required field is No. to Compensate 

 Click 

Scenario 3 – Employee Separation 
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HRMS 

Activity 

Exercise:  

Process Employee Separation - Retire  (pg24) 
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Scenario  1 New Hire 

Scenario  2 Appointment Change 

Scenario  3 Employee Separation  

Scenario 4 Managing Work Schedules 

Scenario  5 View Basic Pay  

Scenario  6 Cost Distribution Change 

Scenario  7 Hourly Rate Per Assignment 

Scenario  8 Bank Details for Warrant or Bank Transfer (ACH) 

Scenario  9 Cancel a Warrant/ACH 

Scenario 10 Recover a Manual Warrant 

Create and Maintain Payroll Master 

Data 
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Scenario 4 - Managing Work Schedules 

 Work schedules are created when the Personnel Administrator 

Processor completes the Hire Action.   

 Work schedules can be changed or maintained by both the PA 

Processor and the Payroll Processor.     

 Work schedules are created and maintained in Planned Working 

Time (0007). 

 

Scenario 4 – Managing Work Schedules 
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Available Work Schedules 

 There are more than 50 work 
schedules in HRMS.   

 Typically, the work schedule 
is based on a 40-hour week, 
but HRMS accommodates 
non-traditional schedules. 

– Rotating work weeks 

– Altered work days (flex 
schedules) 

– Shortened work weeks 

 

Scenario 4 – Managing Work Schedules 
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Change Work Schedule 

 Short or long-term changes can 
be made to the work schedule 
after it has been established.   

 The Time and Attendance 
Processor makes short- term 
changes to an employee’s work 
schedule using a work schedule 
substitution.  

 Long-term work schedule 
changes are done by the 
Personnel Administrator 
Processor or the Payroll 
Processor using Planned Working 
Time (0007). 

 

Scenario 4 – Managing Work Schedules 
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Long-Term Work Schedule Change 

 To complete a long-term work 

schedule change, follow menu 

path: 

– Human Resources  

Personnel Management  

Administration  HR Master 

Data  Maintain 

 

 You can also access the 

transaction using the transaction 

code PA30 (Maintain Master HR 

Data). 

Scenario 4 – Managing Work Schedules 
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 Select All in 

the Period field 

 Click        

(Overview) 

 

 

Long-Term Work Schedule Change 

 Enter the employee’s Personnel no.  

 Click       (Enter) to validate 

 Select Planned Working Time (0007) on the Time Recording tab 

 

Scenario 4 – Managing Work Schedules 
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Long-Term Work Schedule Change 

 

 Select the record you want to change from the overview list 

 Click       (Copy) to copy and continue 

 

Scenario 4 – Managing Work Schedules 
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Long-Term Work Schedule Change 

 Overwrite the Start Date with the new effective date 

 Overwrite the Work Schedule Rule with the new work schedule 

 Click      (Enter) to validate   ■ Click     (Save) to save 

Scenario 4 – Managing Work Schedules 
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Scenario  1 New Hire 

Scenario  2 Appointment Change 

Scenario  3 Employee Separation  

Scenario  4 Managing Work Schedules 

Scenario 5 View Basic Pay  

Scenario  6 Cost Distribution Change 

Scenario  7 Hourly Rate Per Assignment 

Scenario  8 Bank Details for Warrant or Bank Transfer (ACH) 

Scenario  9 Cancel a Warrant/ACH 

Scenario 10 Recover a Manual Warrant 

Create and Maintain Payroll Master 

Data 
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Scenario 5 - Viewing Basic Pay 

 Use Transaction Code 

PA20 Display HR Master 

Data 

 Enter the Personnel no. 

 Click      (Enter) to validate 

 Click the Payroll tab 

 Select Basic Pay (0008) 

 Click Display 

Scenario 5 – View Basic Pay 
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Scenario 5 - Viewing Basic Pay (con’t) 

 Click on Salary Amount     

to display an employees; 

– Annual salary 

– Salary monthly 

– Semi-monthly salary 

– Weekly wage 

– Hourly wage 

 

 View the body of the  

screen for other 

information; 

– Pay Scale Group and 

Level 

– Next Increase 

– Annual Salary 

Scenario 5 – View Basic Pay 
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Scenario 5 - Viewing Basic Pay (con’t) 

 In the lower body of the screen 

note;  

Wage type 

 

Field 

Value is 

1001 

1001 defaults if the 

employee is hourly 

Field 

Value is 

1003 

1003 defaults if the 

employee is paid 

monthly  

Other wage types are exist. 
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Scenario 5 - Viewing Basic Pay (con’t) 

 View the body of the 

screen for Next increase 

and Ind. val.; 

Scenario 5 – View Basic Pay 

Ind. val. (Indirect Valuation)  

Field Value of 

“I” 

Indirectly valued employees eligible 

for a Periodic Increment increase or 

a Longevity increase will either 

automatically receive their increase 

based on the logic tables or upon 

reaching the override date in the 

Next Increase field 

Field Value is 

blank 

Employee is Directly valued and the 

agency is responsible for maintaining 

this infotype when the employee is 

due a pay increase. If the employee is 

Directly valued but using the standard 

progression pay scale area, the 

agency must input an override date of 

12/31/9999 in the Next Increase field 

to prevent the PID automation from 

changing the Pay Scale Group Level 
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Scenario 5 - Viewing Basic Pay (con’t) 

Scenario 5 – View Basic Pay 

 Click on Payments 

and deductions to 

view current 

deductions; 

The deductions are also displayed 

on Recurring Payments/ 

Deductions Infotype (0014) 



90 

HRMS 

Activity 

Exercise:  

View Employee Basic Pay (pg 28) 
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Scenario  1 New Hire 

Scenario  2 Appointment Change 

Scenario  3 Employee Separation  

Scenario  4 Managing Work Schedules 

Scenario  5 View Basic Pay  

Scenario 6 Cost Distribution Change 

Scenario  7 Hourly Rate Per Assignment 

Scenario  8 Bank Details for Warrant or Bank Transfer (ACH) 

Scenario  9 Cancel a Warrant/ACH 

Scenario 10 Recover a Manual Warrant 

Create and Maintain Payroll Master 

Data 
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Scenario 6 - Cost Distribution Change 

 Use Cost Distribution (0027) to override the cost associated with 
an employee’s assigned position.   

 Use when an employee is paid by a set of cost distribution 
attributes other than the one that is assigned to their position, 
complete Cost Distribution (0027).   

 Fields to complete: 

– Start/To 

– Distrib. (Distribution) 

–CoCd (Company Code) 

–Cost ctr (Cost Center) 

–Fund Pct. (Percent) 

–Functional Area 
Cost Object 

–AFRS Project 

–AFRS Allocation 

 
 Click      (Enter) 

 Click      (Save) 
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Cost Distribution Fields 

HRMS Field 

Name 

SOW 

Accounting 

Object 

Code Calculation Format Example (DOP) 

Cost Center Organizational 

Index 

Three character business area 

+ AFRS Org. Index + 000 

AAAXXXX000 111H110000 

Fund Appropriation 

Index & Fund 

Three character business area 

+ AFRS Appropriation Index + 

AFRS Fund + 0 

AAAXXXXXX0 1114199020 

Functional 

Area 

Program Index Three character business area 

+ AFRS Program Index + 

00000000 

AAAXXXXX00000000 1110990000000000 

Cost Object Master Index Three character business area 

+ AFRS Master Index + 0 

AAAXXXXXXXX0 111000130000 

AFRS 

Project 

Project, Sub 

Project & 

Phase 

Three character business area 

+ AFRS project + AFRS 

subproject + AFRS Project 

Phase 

AAAXXXXXXXX 11191010000 

AFRS 

Allocation 

Allocation Three character business area 

+ AFRS Allocation Code 

AAAXXXX 1110000 

Legend: 
 

A – Agency/Business area (3 characters) 

X – AFRS Org Index 

0 – Filler characters, usually 0 
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Scenario  1 New Hire 

Scenario  2 Appointment Change 

Scenario  3 Employee Separation  

Scenario  4 Managing Work Schedules 

Scenario  5 View Basic Pay  

Scenario  6 Cost Distribution Change 

Scenario 7 Hourly Rate Per Assignment 

Scenario  8 Bank Details for Warrant or Bank Transfer (ACH) 

Scenario  9 Cancel a Warrant/ACH 

Scenario 10 Recover a Manual Warrant 

Create and Maintain Payroll Master 

Data 
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Scenario 7 - Hourly Rate per Assignment  

 

Use Hourly Rate per Assignment 

(0554) if an employee is eligible to 

work a position other than the one 

recorded on the Organizational 

Assignment (0001) infotype. 

 This Infotype is required if 

recording hours worked at 

different rates of pay. 

 Create this infotype so that 

hours can be entered into 

CATS. 

 Fields to complete: 

 Assignment 

 Position 

 Valuation Basis (hourly rate) 

         Click        (Enter) 

         Click        (Save) 

OLQR User Procedure: Hourly Rate 

Per Assignment to complete this 

task. 
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Scenario  1 New Hire 

Scenario  2 Appointment Change 

Scenario  3 Employee Separation  

Scenario  4 Managing Work Schedules 

Scenario  5 View Basic Pay  

Scenario  6 Cost Distribution Change 

Scenario  7 Hourly Rate Per Assignment 

Scenario 8 Bank Details for Warrant or Bank Transfer (ACH) 

Scenario  9 Cancel a Warrant/ACH 

Scenario 10 Recover a Manual Warrant 

Create and Maintain Payroll Master 

Data 
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Transfer (ACH) 

 If an employee elects 

to have their pay 

deposited through 

Bank Details for 

Warrant or Bank 

Transfer (ACH), the 

bank information is 

entered on the Bank 

Details (0009) 

infotype.   

 The prenotification 

process is a 

centralized 

transaction that runs 

in a nightly batch. 

 

Scenario 8 – Bank Details for Warrant or Bank Transfer (ACH) 
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 Once an employee’s 
bank details have been 
entered or changed, an 
ACH letter can be run.   

 Agencies run their own 
ACH letters and 
distribute them for 
employees to confirm 
the correct information 
has been entered.     

 Transaction code: 
ZHR_RPTPY713 

 Fields to complete:  

– Period 

– Selection 

– Additional 
Selections 

 Click      (Execute) 

Scenario 8 – Bank Details for Warrant or Bank Transfer (ACH) 

Bank Details for Warrant or Bank 

Transfer (ACH) 
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 After the report 

is executed, a 

print dialogue 

box displays.   

 You can either 

print the letter 

or preview how 

it will print. 

 

Scenario 8 – Bank Details for Warrant or Bank Transfer (ACH) 

Bank Details for Warrant or Bank 

Transfer (ACH) Letter 
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 Once you have 

previewed the 

letter, print it to your 

local printer.   

 Then the letter is 

sent to employees 

to confirm the 

accuracy of the 

bank details 

entered in HRMS.  

 

Scenario 8 – Bank Details for Warrant or Bank Transfer (ACH) 

Bank Details for Warrant or Bank 

Transfer (ACH) Letter 
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HRMS 

Activity 

Exercise:  

Create Bank Details for Direct Deposit (pg 32) 
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Scenario  1 New Hire 

Scenario  2 Appointment Change 

Scenario  3 Employee Separation  

Scenario  4 Managing Work Schedules 

Scenario  5 View Basic Pay  

Scenario  6 Cost Distribution Change 

Scenario  7 Hourly Rate Per Assignment 

Scenario  8 Bank Details for Warrant or Bank Transfer (ACH) 

Scenario 9 Cancel a Warrant/ACH 

Scenario 10 Recover a Manual Warrant 

Create and Maintain Payroll Master 

Data 
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New Terms 

Term Description 

Off Cycle Reversal Event that occurs when a warrant or direct deposit is 

cancelled because of an error. 

Off Cycle Workbench 

 

An HRMS component used to process off-cycle 

reversals for warrants and ACH files. 
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Warrant/ACH Cancellation Process 

Off-cycle reversals are payroll process events in which 

employee warrants or ACH payments are cancelled 

because of errors or discrepancies. 

 Warrants are the actual ‘physical’ checks that are 

distributed to each employee on pay day. 

A two step process is necessary to cancel a ACH: 

1. Contact the DES Service Center to process the ACH return 

through OST. This creates a negative ACH transaction but 

does not guarantee the money will be returned.  

2. Process the reversal through the HRMS Off-cycle 

workbench and cancel / reverse the payments. 

 

 Scenario 9: Cancel a Warrant 
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Off-cycle Workbench 

 The off-cycle workbench is an HRMS component 

used to process off-cycle reversals for warrants 

and ACH files. 

 The types of payment processing using the off-

cycle payroll workbench include the following: 

– Warrant / ACH cancellations 

 

 The off-cycle workbench is not used to replace lost 

or misplaced warrants. 

 

Scenario 9: Cancel a Warrant 
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 There are two ways to access 

the off-cycle workbench 

transaction within HRMS at the 

SAP Easy Access screen: 

– Menu path 

Human Resources  

Payroll   

Americas   

USA   

Off-cycle   

PUOC_10 - Off-Cycle Workbench 

 

– Command field  

Enter transaction code: PUOC_10 

Cancel a Warrant/ACH 

Scenario 9: Cancel a Warrant 
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Cancel a Warrant/ACH 

 The Off-Cycle 
Workbench screen 
appears. 

 Enter the Personnel 
Number. 

 Click on the Reverse 
payment tab (the screen 
to the left appears). 

 Click the grey box to the left 
of the warrant you want to 
cancel. 

 Enter a Reversal reason. 

 Click Reverse. 

 Accept the error. The 
warrant is now cancelled. 

 

Scenario 9: Cancel a Warrant 
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HRMS 

Activity 

Exercise:  

Cancel a Warrant (Statement) (pg 36) 
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Scenario  1 New Hire 

Scenario  2 Appointment Change 

Scenario  3 Employee Separation  

Scenario  4 Managing Work Schedules 

Scenario  5 View Basic Pay  

Scenario  6 Cost Distribution Change 

Scenario  7 Hourly Rate Per Assignment 

Scenario  8 Bank Details for Warrant or Bank Transfer (ACH) 

Scenario  9 Cancel a Warrant/ACH 

Scenario 10 Recover An Overpayment 

Create and Maintain Payroll Master 

Data 
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 The Payroll Processor corrects the overpayment by running a 

retroactive payroll, which reprocesses the previous pay period, 

calculates the overpayment, and prepares to recover it in the next 

payroll. 

 The agency identifies the amount of money that is scheduled to be 

taken away. 

 Since money can not be withheld from an employee’s check without 

his/her approval, the agency creates a positive balancing adjustment 

that matches the overpayment amount to ensure nothing will be 

withheld from the employee’s check until repayment arrangements 

can be made. 

 Finally, the agency creates a recurring deduction to recover the 

overpayment over a period of time agreed to by the employee. 

Scenario 10: Recover an Overpayment 
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 To recover an overpayment  

access the maintain master data 

transaction within HRMS from  

the SAP Easy Access screen: 

– Menu path: SAP Menu  

Human Resources  Personnel 

Management  Administration 

 HR Master Data  Maintain 

or 

– Command field  

Enter transaction code: PA30 

Click Enter. 

Scenario 10: Recover an Overpayment 
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 The Payroll Processor 

uses the Maintain Master 

Data screen to access 

Additional Payments 

(0015) to recover an 

overpayment.  

 Enter the Personnel no. 

for the employee. 

 Click to the left of the  

Additional Payments on  

the Payroll tab.   

 Click       (Create) 

Scenario 10: Recover an Overpayment 
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 In the Wage type field, click     

(Matchcode) to open the 

selection list. 

 Select Wage Type 3231 

Gross Adjustment. 

 Click      (Enter) to validate 

 Enter the Date of origin 

 Enter the Amount. 

 Enter the Reason for Change 

(optional)  

 Click      (Enter)  

 Click       (Save). 

 

Scenario 10: Recover an Overpayment 
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Scenario 10: Recover an Overpayment 

 Run a payroll simulation to verify that no money will be 

withheld from the employee’s next check. 

– See detailed instructions on the OLQR under HRMS Reports:  

Payroll Simulation (PC00_M10_CALC_SIMU) 

 

 Once the payroll simulation has been run, the next step is to set 

up a payment plan to recover the overpayment. 

 

http://win-shrweb.dis.wa.gov/olqr/nav/706/1665/index.htm
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 To set up the payment plan   

access the maintain master data 

transaction within HRMS from  

the SAP Easy Access screen: 

– Menu path: SAP Menu  

Human Resources  Personnel 

Management  Administration 

 HR Master Data  Maintain 

or 

– Command field  

Enter transaction code: PA30 

Click Enter. 

Scenario 10: Recover an Overpayment 
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Scenario 10: Recover an Overpayment 

 Enter the Personnel 

no. for the 

employee. 

 Click to the left of 

the  Recurring 

Payments/ 

Deductions on the 

Payroll tab.   

 Click       (Create) 
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Scenario 10: Recover an Overpayment 

Complete the following fields: 

 Start Date 

 End Date* 

 Wage type (3223    

RepayPlan deduction) 

 Dollar Amount 

 Click      (Enter) to accept 

     the overpayment amount 

 Select the appropriate 

payment model  

 Click     (Enter)  

 Click      (Save). 

 
* An end date is required when using WT 3223 
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 Wage type 3223 has a dynamic action attached to it. 

– When the wage type 3223 is saved, an Additional Payment 

infotype (0015) record is created with a wage type 3224 

(Repay balance). 

 To complete the process enter the total amount of the 

overpayment. 

 Click     (Enter)  

 Click      (Save) 

 

 

 

Scenario 10: Recover an Overpayment 



119 

Section 3 

Health Care Benefits Overview 
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HRMS Benefits Overview 

Upon completion of this short section, you will be able 

to: 

– Identify how benefits data interfaces between 

systems  

– Access health plans  
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 Flexible Spending  

Account  

 

Benefits Overview  

      Inbound and outbound interface with HRMS.  

*It may take two days for the   

  information keyed into PAY1 to  

  upload to HRMS. 

           Inbound interface only to HRMS 

DRS 
Deferred Compensation 

Plan 

HCA (*Pay 1) 
Medical, Dental, opt. Life  

and opt. LTD Insurance 

H
R

M
S

 
H

R
M

S
 

H
R

M
S

 

Retirement 

Plans and 

DCAP are 

entered 

directly 

into HRMS 

Home & Auto  

Insurance 
(Liberty Mutual) 
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Optional Benefit Plans Overview 

 Optional plans are maintained in HRMS or through the GAP 

interfaces 

– Dependent Care Assistance Program 

 Deductions are created and stored in the employee’s Recurring 

Payments/Deductions (0014)  

– Deferred Compensation 

 Stored in Savings Plan (0169) 

– Life Insurance, Long Term Disability and Home & Auto 

Insurance 

 Stored in Miscellaneous Plans (0377) 

– Flexible Spending Account 

 Stored in Additional Payments (0015) 
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Access Health Plans (0167) 

 Enter the Personnel no. 
and click      (Enter) to 
validate 

 Click the Benefits tab 

 Click the gray box to 
the left of the Health 
Plans (0167) to select 

 In the Period section, 
click “All” 

 Click       (Overview) for 
an overview of all 
actions associated with 
Health Plans (0167) 

Note:  The Dental and/or Medical plan should 

already be set-up in Health Plans (0167). 
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Section 4 – Deductions 
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Deductions Overview 

In this section you will be able to: 

 Distinguish the differences between automatic and manual 
deductions 

 View the infotypes associated with deduction types 

 See how to create: 

– A recurring payment/deduction 

– A one-time payment/deduction 

– Employee tax exemptions  

 
 Delimit different types of deductions 

 



126 

Manual - Recurring Payments/Deductions 

 Both recurring payments and deductions are entered in the 
same place in HRMS; Recurring Payments/Deductions 
(0014) Infotype  

– That the same payment be made over multiple pay periods 

– Or payments with a specified or open-ended end date use 
Recurring Payments/Deductions (0014) 

 
 To access Recurring Payments/Deductions (0014), enter 

transaction code PA30 into the Command Field.   
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Recurring Payments/Deductions 

 Click on the Payroll tab 

 Select Recurring 
Payments/Deductions (0014) 

 Enter Personnel no. 

 Click       (Create) 

 Fields to complete: 

 Start/End dates 

 Wage type 

 Amount  

 Payment Model  
(frequency of payment) 

 

 Click      (Enter) 

 Click      (Save) 
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Additional Payments 

 If a request has been made or the need exists to create a 

one-time deduction, set up the payment on Additional 

Payments (0015). 

 To access Additional Payments (0015), enter transaction 

code PA30 into the Command Field.   

 Click on the Payroll tab 

 Select Additional Payments 

(0015) 
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 Enter Personnel no.  

 Click      (Create) 

 Use Additional Payments (0015) 

Fields to complete: 

 Wage type (some WT’s 

assign an amount) 

 Amount 

 Date of origin 

 

 Click       (Enter) to validate 

 

 

 

 Click       (Save) 

* Note: The date entered should be within the pay 

period that the payment or deduction is desired. 

* 

Additional Payments 
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Delimiting Deductions 

 To delimit deductions, 

enter transaction code 

PA30 into the Command 

Field.   

 Select Recurring 

Payments/Deductions 

(0014) 

 Click      (Delimit) 

 Enter the Delimit. Date in 

the Enter Delimitation 

Date box 

 Click     (Continue) 
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Delimit Recurring Payments/Deductions 

 Select the deduction(s) to end date 

 Click      (Delimit) 

 

 

 

 

 

 

 

 A notification that the record(s) has been delimited is displayed 

Scenario 3 – Employee Separation 
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HRMS 

Activity 

Exercise:  

Create a Payroll Deduction (pg 40) 
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Review Questions 

1. What are three examples of an automatic 
deductions? (Hint: These are fed to HRMS through 

interfaces.) 

 

 

 

2. What are three examples of a manual deductions? 

(Hint: These are entered into HRMS when requested 

by the employee.) 

1. Credit Unions/Banks 

2. Insurance that is not state-sponsored (AFLAC) 

3. Parking Fees 

1. Medical and Dental Plans (0167) 

2. Deferred Compensation (0169) 

3. Auto/Home Insurance (Liberty Mutual (0377) 
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Additional Deduction Procedures 

 Additional procedures are located on the Online Quick 

Reference (OLQR) and include: 

– Recurring Payment with a Dollar Limit 

– Recurring Deduction 

– Recurring Payment 

– One Time Deduction – Additional Payments 

– One Time Payment – Additional Payments 

http://win-shrweb.dis.wa.gov/olqr/nav/280/1592/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/280/1722/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/280/1727/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/280/1727/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/280/1727/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/280/1729/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/280/1729/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/280/1729/index.htm


135 

Section 5 – Reports 
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HRMS Customized Reporting - Transaction 

Code Map 

HR = Human Resources  

“Z” = Custom “RPT” = Report 

Report GAP # 

   Z   HR  _   RPT PY   N09 

The Transaction Code used for 

this example is ZHR_RPTPYN09   

Payroll Threshold Report 

 

PY  Payroll                                    

TM  Time Management 

 PA   Personnel Administration      

OM  Organizational Management 

Functional Area 
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Payroll Reports* 

Payroll 

 Cancellation of Warrants Issued 

 Cancelled Warrant ACH Report 

 Corrections and Returns for 
Agencies 

 Earnings Statement 

 Employee Year to Date Payroll 
Register 

 Payroll Journal 

 Payroll Simulation 

 Preemptive Time Data Check 

 Reference Personnel Number 

 

 

Benefits 

 Active Employees with no Retirement 
Deduction Taken 

 Participation (Retirement) 

 Participation Monitor 

 Retirement 70 day Default 

 
* Not a complete list of payroll reports 

Payroll 

 Wage Type Reporter (PC00_M99_CWTR)  

 Year End Reports (HRMS Reports) 

– W-2 Wage and Tax Statement  

– Appointments with EIC at Year End 

(ZHR_RPTPY675)   

– Tax Exempt Status Report 

(ZHR_RPTPY661)  
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Payroll Simulation 

 Use the Payroll Driver (USA) 
(PC00_M10_CALC_SIMU) to view/review 
what an employee is going to be paid prior 
to the payroll run. 

 Run this report when you need to see how 
a change to an employee's pay, 
deductions, and/or retro calculation will 
affect an employee's NET pay. 

 In order for the payroll simulation to be run 
these two criteria must be met: 

 An employee's payroll master data is 
complete. 

 An hourly employee has time entered in 
HRMS for the selected pay period. 

– You can run a payroll simulation for the 
current period or for another payroll 
period. 

http://win-shrweb.dis.wa.gov/olqr/nav/706/1665/index.htm
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Payroll Threshold Report 

To find payroll errors ahead of time use 

the Payroll Threshold Report 

(ZHR_RPTPYN09) 

 This report is used to view payroll 

information after a simulation has 

been run or after payroll has been 

released for corrections by DES. 

 When you need to verify payroll 

information or you would like to 

ensure that employees are set up 

correctly with payroll master data. 

http://win-shrweb.dis.wa.gov/olqr/nav/706/1666/index.htm
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Use the Payroll Journal Voucher 

Report (ZHR_RPTPY376) to 

display the record of money being 

transferred between agencies and 

funds via Journal Vouchers. 

 When you need to review all 

transfers of monies between 

agencies, Electronic Funds 

Transfers, treasury and/or treasury 

trust account funds. 

 Payroll has been exited by DES. 

Payroll Journal Voucher Report 

http://win-shrweb.dis.wa.gov/olqr/nav/706/1779/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/706/1779/index.htm
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Wage Type Reporter  

Use the Wage Type Reporter 

(PC00_M99_CWTR) to 

identify transactions 

automatically recorded in the 

Agency State payroll 

Revolving Account 035 in 

General Ledger (GL) 5199 

Other payables.              

 Agencies should generate this report 

each payroll.  To receive current 

results DES must execute a payroll 

run and have stored results during a 

payroll cycle. 

 The payroll cycle must be exited. 

http://win-shrweb.dis.wa.gov/olqr/nav/706/1659/index.htm
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 These are the roles that can 
run this report: 

– Payroll Processor 

– Payroll Analyst 

– Payroll Inquirer 

– Payroll Supervisor 

 

 Department of Personnel has 
created state-wide variants to 
help agencies with their 
reconciliations.   

– Use the procedure 
Report_Create and Retrieve 
Variants for steps to access 
the state-wide variants.  

Wage Type Reporter (con’t)  
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Wage Type Statement 

Use the Wage Type Statement 

(S_AHR_61015611) for 

displaying lists of wage type 

amounts based on the payroll 

data for the individuals selected.  

The evaluation indicates the 

number and amount values 

currently assigned to each wage 

type.  

http://win-shrweb.dis.wa.gov/olqr/nav/706/1771/index.htm
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Wage Type Assignment 

 Use to view the list of 

all HRMS wage types 

and view the General 

Ledger account the 

wage type will post to 

in OFM’s Agency 

Financial Reporting 

System (AFRS) 

 Refer to the OLQR 

User Procedure: Wage 

Type Assignment - 

Display G/L Accounts 

 Access this report 

using the transaction 

code: 

PC00_M99_DKON 
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Payroll Journal 

Use the Payroll Journal 

(ZHR_RPTPYN33) to verify the 

earnings and deductions for 

individual employees or groups 

of employees in your agency.  

 Use the OLQR procedure Payroll 

Journal (ZHR_RPTPYN33) to 

understand the purpose of this 

report. 

– It is used for Payroll certification based 

on the State of Washington Office of 

Financial Management State 

Administrative & Accounting Manual 

(SAAM) Chapter 25.20.30.  

http://www.ofm.wa.gov/policy/25.20.htm  

http://win-shrweb.dis.wa.gov/olqr/nav/706/1677/index.htm
http://www.ofm.wa.gov/policy/25.20.htm
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Warrant / ACH Register and Summary 

Use the Warrant/ACH 

Register and 

Summary 

(ZHR_RPTPY635) to 

display both detail and 

summary information 

for warrants and ACH. 

 View the employee's 

warrant or ACH number 

and pay amount. 

 Run after Payroll is exited.   

http://win-shrweb.dis.wa.gov/olqr/nav/706/1685/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/706/1685/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/706/1685/index.htm
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Adjustments to Earnings Subject to 

Employment Security 

Use the Adjustments to Earnings Subject to Employment 

Security (ZHR_RPTPY123) to display warrants cancelled 

outside of the quarter they were originally issued. 

 
 

 Cancellation of Warrants 

Issued  

 Used to update quarterly 

Unemployment Insurance 

data. This report 

supplements the quarterly 

interface file Employment 

Security receives to make 

any adjustments resulting 

from warrant cancellations. 

http://win-shrweb.dis.wa.gov/olqr/nav/706/1685/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/706/1685/index.htm
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Payroll Posting Report 

Use the Payroll Posting Report 
(ZHR_RPTPY126) to display payroll 
funding/accounting transactions for 
employees payroll. 

 When the agency's payroll office has 
completed an Off-cycle reversal in which 
employee(s) warrants or EFT payments are 
cancelled because of errors or 
discrepancies. 

 Run after Payroll is exited.   

– This report reads payroll posting data after it has 
been processed including interfacing with the 
ALAS (financial) program. 

– The employees will be identified on the 
Preemptive Compensation Data Check 
(ZHR_RPTPYN08)report as having a cancelled 

warrant.  ALAS 

Automated Liability Apportionment Solution program 

http://win-shrweb.dis.wa.gov/olqr/nav/706/1679/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/cat706/file1663/index.htm
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Corrections and Returns 

 Use the Corrections and 

Returns (ZHR_RPTPY151) 

report to display the pre-

notification (pre-note for  direct 

deposits) corrections and  

errors when an agency needs 

to correct on the employee 

record. 

– Use this to display the pre-note (for 

direct deposits) corrections and 

rejects the agency needs to correct on 

the employee record. 

– Run this report on a daily, semi-

weekly or other regular basis for any 

Notifications of Changes (NOC) or 

Returns that may have come from the 

Bank.   

–                  Run this report daily. 

http://win-shrweb.dis.wa.gov/olqr/nav/706/1660/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/706/1660/index.htm
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Employee Year to Date Payroll Register 

  Use the Employee Year To Date Register 

(ZHR_RPTPY646) to display a detailed report of employee YTD 

totals. This report is run after every payroll cycle, off cycle and 

yearly for the accumulated amounts. Creates a snapshot at end of 

each calendar month (following 25th payroll).  

http://win-shrweb.dis.wa.gov/olqr/nav/706/1684/index.htm
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Employee Cost Distribution Report 

 Used to identify 

employees within your 

agency who have a  

Cost Distribution 

Infotype (0027). 

 Refer to the OLQR User 

Procedure: Cost 

Distribution- Employee 

 Access this report using 

the transaction code: 

ZHR_RPTFI0027 
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Cost Distribution Report 

 Used to identify the 

Cost Distribution 

(1018) infotype for 

each position within 

the reporting period. 

 Refer to the OLQR 

User Procedure: 

Position Cost  

Distribution- 1018 

 Access this report 

using the transaction 

code: 

ZHR_RPTFI1018 

152 
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HRMS Earning Statements 

 Can be viewed online with Employee Self Service for 

Washington State Employees https://wahrms.wa.gov/irj/portal 
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Earnings Statement – Side 1 

• Employer 

Name and 

Number 

• Employee 

Address 

• Total Net Pay 

• Total 

Deductions 

• Payment 

Type 

• Payroll Date 

• Work 

Location 

• Personnel  

• Payroll Area 

• Pay Period 

• Anniversary 

Data 

1/1/2009 

1,032.20 

1,032.20 

1,032.20 1,551.20 



Reprint Earning  

Statement 

 Use this report to 

regenerate prior earning 

statements for an 

employee 

 Access Earnings and 

Deductions Statement 

using the transaction code 

ZHR_RPTPY711 

 

 Refer to the OLQR User 

Procedure: 

Earnings and 

Deductions Statement 

 

 

http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
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Summary 

Throughout this course, you have learned to: 

 Describe an overview of how employee information 

is created and maintained in HRMS 

 Identify new terms and concepts specific to payroll 

master data creation and maintenance 

 Create and maintain employee’s payroll master data 

 Describe the benefits process 

 Assign recurring and single payments and 

deductions 

 View Reports 

 Locate the OLQR 
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Question and Answer 

Answers 

 

Questions 

 

Questions 

 



158 

 

Thank you 
for your participation 

 


